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I Special E-iilk Program Reimbursement Files - 1370 - to date 

khat i s  t h e  function of t ne  o f f i c e  i n  which t h i s  record series. is  crected? 
--. 
1. 

?he Youth Services W t ,  headed by the Assistant Director of Social. Services, is  
responsible fo r  the a&inistration and supwvision of program in the State for  
youths. Ucluded c- (1) the! ac5nhistration of detenticn centers fo r  juveniles 
(YGuL'~ C e r d x r s  Aministration),  (2) the sucervisim of p re t r i a l ,  t r i a l ,  post t ra i l ,  
pre-detenticn and pcst Getention services t o  juveniles in the State (Court Services 
Aclrninis-tratia?) . 

---- - - 
~ T h i s  f i l e  conts ins  the  following documents (include form nmbers  and t i t l e s ,  i f  any, 

and f i l e  arrulgement ) . 
kamats  rektirg t o  the reirrburscmt of Federal Funds fo r  the purchase of m5lk 
at the Y E  a id  EE ' s .  Included arc: 

1. Form F?G-E@6. Re%nbursement Vouchers 
2 .  Form MS-23 Notice of ApFmval o r  Renewal 
3. Related Correspondence 

. .  

Files f i led  chronolo0,ically by center. 
.# 

I I I- - -I _- I I 
1 I . .?' .  ] I..,  '. I .... . 



13. Is t h i s  t he  Record Copy of t h e  s e r i e s ?  

1 4 .  Is there  a duplication of t h i s  s e r i e s  i n  another o f f i ce  o r  sgency? 

15. Is the  information contained in, t h i s  series ever summarized o r  published? 
Attach copy of summary o r  publication. 

16. Does the  se r i e s  contain c l a s s i f i e d  information:requiring secur i ty  handling? 

I 
. '* 

17. Does the  s e r i e s  i n i t i a t e ,  amend or  terminate agency pol ic ies  and procedures? 

18. Could the  function be performed if t h e  f i l e s  were l o s t  o r  destroyed? 

19.  Is t h e  se r i e s  ( o r  major portion of i t )  regular ly  microfilmed? If yes ,  why? 

20. Does the  record s e r i e s  provide data  as input t o  an EDP f i l e ?  

21. Does the  record s e r i e s  contain documentation produced as EDP pr in tout?  

22. Has the  Federal Governnent issued ins t ruc t ions  governing the  retentionldispo- 
s i t i o n  of these f i l e s ?  

23. W i l l  t here  be a need f o r  these records 10, 15 years from now? I f  yes. what? 

24. REQUIREMENTS. The following requires the f i l e s  t o  be kept # 3 years:  

a. [ ]STATE b. [ ISTATWE OF c. [ ]AUDIT d .  0(]F'EDERAL e .  [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMZTATION PERIOD L A W  DECISION VALUJ 

(Ci te  Law, S t a t u t e ,  or o,her reason for  t h e  r e t en t ion  requirement) 

Federal Guide t o  Record Re3ention Requirement Section 1.12.3 
-__ ___- ____._ - 

25. AGENCY RECOMKNDATIONS. This agency recoolmends tha t  the f i l e  s e r i e s  be cut off a t  the en5 
of each -[]CALENDAR YEAR -HFISCAL YEAR -[]OTHER - , then: 

[ ] Hold i n  the  current f i l e s  a rea  I ' month(s)/ y e a r ( s ) :  
[ } Transfer t o  [ ] Sta t e  Records Center [ ] Local Holding Area; hold y e a r ( s ) :  _ _  
L J Destroy. 
[ 1 Transfer t o  S ta te  Archives fo r  permanent re tent ion.  
[ J Destroy immediately a f t e r  cut-off. 
[XI Other: (Specify) 

Cut off at end of each fiscal year; hold in current f i les  area for 1 year or until 
S ta te  audit is ccsnpleted (whichever is later) .  
and hold for 2 years; then destmy. 

Transfer t o  State Records Center 

( Indica te  b r i e f l y  ra t ionale  for  recornendations above/or write addi t ional  r e m p k s )  : 



! / 

CWMS FOR E 1 M B L P . S ~  FTkS - EXPLANATION OF YES ANSWERS, ITEMS 
13 'IHRU 23 APPLICATION FOR DISP0SITION.ST~ 

20-21. 

22. 

EDP printouts are obtained in requirements for federal 

This series is affected by federal funds therefore, records 
would @ required t o  be kept three years i f  audited and 
five years i f  not audited after the fiscal year in which the 
pecords w e r e  ma ted .  

reporting. 


